
AdministrativePolicyHandbook

1CONTENTS
2Purchasing 4

21Documentation Authorization andProceduresforPurchases 4
211PurchaseRequisitions 4
212PurchaseOrders 5
213DeliveryTicketorSalesReceipt 5
214ReceivingReport 5
215LostReceipts 5
216Invoices 5
217TransferofFundsintoOperatingAccount 5
218PaymentofInvoices 6
219ReconciliationofBankStatements 6
2110CreditCardUsage 6

22RemovalofSignatoryAuthorizationandAuthorizationtoOpenaCreditCard 6
23CompetitiveBidsandPublicLaw 7
24FuelPurchasesPolicyandProcedures 7

241CreditCardPurchases Fueltrac 8
25Contracts 8

3Travel 8
31TravelExpensesWhileonDistrictBusiness 8
32TravelPractices 9

4Hiring 10
41Recruitment 10
42Testing 11
43InterviewProcessforFulltimeEmployment 11
44ReferenceCheck 11
45MedicalExamDrugScreenDrivingRecordReport 12
46CandidateNotification 12
47TemporaryHelp 12

5SignatoryAuthority 13
6SprayExclusions 13
7SprayRequests 13
8PersonnelFiles 14
9Training 14

1 v12021



AdministrativePolicyHandbook

10AnnualAdministrativeSuggestedTimeline 14
101Budgeting 14
102SalarySchedulePayIncreaseApproval 14
103ChemicalBids 14
104AnnualReportsandComingYearPlan 14
105OperationalPlanning 15
106Permits 15
107PerformanceEvaluations 15
108Training 15
109FinancialProjection 15
1010AssignedFundsPlan 15
1011SurplusFunds 16
1012SettingMillageRates 16
1013PropertyTaxReassessmentYears 16
1014InsuranceReview 16

11FinancialServices 16
12EmergencyServices 16
13SaleofDistrictVehiclesorEquipment 16
14HurricanePreparedness 16
15PollinatorMitigationPolicy 17

151LicenseandPesticideLabelProtections 17
152RecommendedPlacementofHives 17
153PollinatorDatabase SprayExclusionRequests 17
154Reportingasuspectedpesticiderelatedbeekill 18

16IntellectualProperty 18
161Purpose 18
162Definitions 19
163Applicability 19
164RelationshipsBetweenEmployeesandtheDistrictRegardingBusinessTransactions 20
165Patents 20
166DistrictsRightstoPatents 20
167TransferofDistrictsRightstoPatents 20

AssignmentofDistrictsPatentRights 21168
Copyrights 21169

1610DistrictsOwnershipRightsinCopyrightableWorks 21

2 v12021



AdministrativePolicyHandbook

1611TransferofDistrictsRightstoCopyrightableWorks 21
Trademarks 211612

1613IntellectualPropertyTransferredbytheDistrict 21
1614DistributionofNetIncomefromIntellectualProperty 21
1615TimingofDistributions 21

MethodofPayments 221616
1617RoyaltySharing 22

3 v12021



AdministrativePolicyHandbook

2PURCHASING

21D A PPOCUMENTATIONUTHORIZATIONANDROCEDURESFORURCHASES
AllpurchasesmadeontheDistrictaccountsandcreditcardsaretobestrictlyforDistrictbusiness
supplies materials andservices

211PurchaseRequisitions
Apurchaserequisitionwillberequiredforallpurchasesformaterialsandservicesexceptforregularly
scheduled eg monthlyorquarterly utilities payrollorinsuranceservices Thisdocumentwillbe
generatedbytheindividualrequestingthepurchaseorbytheFacilitiesManager Thepurchase
requisitionshallbepresentedtotheDirector orintheirabsencetheAssistantDirector priortomaking
apurchaseorgivingauthorizationtoavendor BydefaultpurchaseswillbemadebytheFacilities
Manager PurchasesmaybemadebyDepartmentmanagersforitemsthatarerelatedtotheirjob
responsibility butcoordinationandcommunicationwiththeFacilitiesManagermustbeundertaken

Whenmakingpurchaseslocallyforitemstotaling 100 pricesmaybeunknownatthetimethe
purchaserequisitionisfilledout butthepricesshouldbefilledinuponreturnfrommakingthe
purchase

212PurchaseRequisitionAmendments
Shouldrevisionstotheoriginalpurchaserequisitionberequiredortheitemscostmorethanoriginally
anticipated anewpurchaserequisitionshouldbegenerated andtheoriginalrequisitionshouldbe
destroyed ChangestotheauthorizedpurchasemustbeapprovedbytheDirector orintheirabsence
theAssistantDirector priortomakingapurchaseorgivingauthorizationtoavendor

213PurchasingDecisionStructure
1 Howmanytimesperyearistheitemorservicegoingtobepurchased

Reminder costscannotexceed 30000yearunlesspubliclybid
2 Isasubstantialorpredominantamountofthecostoftheitemtobepurchasedequipment materials
orsupplies asopposedtoprofessionalserviceslabororcustomizationsofsoftware etc

YES Goto3
NO Professionalservicesarenotgovernedbythepublicbidlaw Reminder all
contractsmustbesignedbytheDirector andthose 5000mustbeapprovedbythe
STPMADBoardofCommissioners

3 Istheitemorservicetobepurchasedconsideredsoftware computers dataprocessing or
telecommunicationsystem

YES Goto4
Ifcostsare 30000year obtainatleast3quotes Costs 30000requirespublicbid
orRFP
NO Goto4

4 Doestheitemorservicerequireacontractorserviceagreement
YES Goto5
NO Goto8

5 Isthecontractorserviceagreementestimatedtocostmorethan 5000inacalendaryear
YES Goto6
NO Goto8
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6 Ifyesto 5 hastheSt TammanyParishMosquitoAbatementBoardofCommissionersformally
approvedthecontract
7 Ifyesto 5 haslegalcounselreviewedthecontractorserviceagreementterms
8 Whichcategorybelowdoesthetotalestimatedcostfortheitemforthecalendaryearfitbest
a 75 requirespurchaserequisition
b 75 499 requirespurchaserequisition purchaseorder
c 500 29999 requirespurchaserequisition purchaseorder atleast3writtenquotesanda

statementofjustification
d 30000 requirespurchaserequisition purchaseorder advertisedpublicbid RFP software

dataprocessingortelecommunications orstatecontractandastatementofjustification

214PurchaseOrders
Allpurchasesabove 7500requireapurchaseorder Ifthepurchaseis 7500ormore regardlessif
individualitemsarelessthan 7500 apurchaseorderisrequired TheFacilitiesManagershallgenerate
thepurchaseorderandpresentittotheDirectorforsignature IntheabsenceoftheDirector the
AssistantDirectorshallauthorizethepurchaseorder ThesignedoriginalshallbesenttotheFinancial
AdministratorandtheFacilitiesManagershallretainacopy

215DeliveryTicketorSalesReceipt
Adeliveryticketorsalesreceiptmustaccompanyallpurchasesofmaterialsandservices Individuals
makingsuchpurchasesshallindicateonthedeliveryticketorsalesreceiptthepurposeofeachitemand
itsapplication Forinstance ifsparkplugsarepurchasedfromalocalautopartsdealer theindividual
makingthepurchasemustwriteonthesalesreceiptwherethesparkplugswillbeusedandforwhat
purpose Inthiscase thepurposecouldbeforatuneupforatruckortoreplenishstock The
individualmakingthepurchasemustalsosignthesalesreceiptandturnitinimmediately This
documentispresentedtotheFacilitiesManager whowillthencrosscheckthesalesreceiptwiththe
purchaserequisitionandorpurchaseorderforaccountability

216ReceivingReport
Aftertheitemhasbeenpurchasedandthepurchaserequisitionanddeliveryticketsalesreceiptare
matched theFacilitiesManagerwillgenerateareceivingreporttodocumenttheaccountabilityofthe
purchase Thepurchaserequisition deliveryticketsalesreceipt andreceivingreportarethensentto
theFinancialAdministrator

217LostReceipts
Ifareceiptislost theFacilitiesManagerorFinancialAdministratorwillcontactthevendortorequest
anothercopyofthelostreceipt

218Invoices
TheFinancialAdministratorshallattachthepurchaserequisition purchaseorder deliveryticketsales
receipt andreceivingreportandthendoublechecksthesedocumentswiththeinvoicefor
accountability Ifthepurchasecorrectlymatchestheinvoicewithnodiscrepancies theinvoiceisready
tobepaid

219TransferofFundsintoOperatingAccount
Toaddanotherlevelofprotectiontothemoneymarketaccounttheadvaloremtaxfundsreceivedfrom
thesheriffsofficearedepositedintothemoneymarketaccountandtransferredthroughonlinebanking
approximatelythreetimesayearasfundsareneeded TheAccountingmanagerwillpresentthe
operatingbankbalancetotheDirectorindicatingalowbalanceintheoperatingaccounttopayinvoices
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TheDirectorthenokaystheonlinetransferoffundsfromthemoneymarketaccounttotheoperating
account

2110PaymentofInvoices
TheFinancialAdministratorgeneratesthecheckstobepaidfromtheoperatingaccountandthen
presentsthemtotheDirectorfortheirsignature

2111ReconciliationofBankStatements ManagementReview
Foraccountability theOfficeManagershallreconcileallbankstatements TheDirector orintheir
absencetheAssistantDirector shallreviewforapprovalofallreconciledbankstatements

2112CreditCardUsage
TheDistricthascreditcardsforOfficeDepot HomeDepot WalMart Visa andFueltrac TheDistrict
alsomaintainsaSamsMembershipaccount whichisnotacreditcard TheOfficeDepot HomeDepot
FuelmanandWalMartcreditcardsareissuedinthenameoftheDistrict withnoindividualsname All
purchasesshallbemadeforDistrictbusinessonly

1VisacardsareissuedintheconamesoftheDistrictandtheDirector AssistantDirector
FacilitiesManager andSupervisorofAerialOperations TheDirectorandAssistantDirector
shallusetheVisacardfortravelitems generalpurchaseofmaterialsandsupplies TheFacilities
ManagershallusetheVisacardfortravelandgeneralpurchaseofmaterialsandsuppliesforthe
District TheSupervisorofAerialOperationsshallusetheVisacardforaircraftrelatedmaterials
andservicesandtravel

2TheVisacardmaybeusedbyadesignatedemployeeuponauthorizationoftheDirector
AssistantDirector orFacilitiesManager Apurchaserequisitionshallbecompletedbefore
purchasesandorsalesreceiptsshallaccompanysuchpurchases Thesedesignatedemployees
shallcompleteanAnnualCreditCardAuthorizationfortheVisacard

3TheFinancialAdministratorandtheOfficeManagermayusetheVisacardtoprocurehoteland
airlinereservations meetingregistrationsfordistrictpersonnelorboardmembers aswellas
approvedfinancialpurchasessuchaschecks taxforms accountingsoftwareetc

PurchasesofmaterialsandservicesontheVisacardshallbemadeforonetimevendorsorinsituations
wheretheDistrictdoesnothaveanaccountsetup Itisalsousedtomakeonlineinternetpurchasesto
obtainthebestcostforanitem

TheOfficeDepot HomeDepot andWalMartcreditcardsshallbeusedbyemployeesupon
authorizationbytheDirector AssistantDirectorortheFacilitiesManager Apurchaserequisitionshall
bemadebeforepurchasesandasalesreceiptshallaccompanysuchpurchases

2113CreditCardStatementReconciliation ManagementReview
Foraccountability theFinancialAdministratorshallreconcileallcreditcardstatements TheDirectoror
intheirabsencetheAssistantDirector shallreviewforapprovalofallreconciledcreditcardstatements
AllcreditcardpurchasesincludingthosemadebytheDirector orintheirabsencetheAssistant
Director shallbereviewedforapprovalbytheBoardofCommissioners

22RSAAOCCEMOVALOFIGNATORYUTHORIZATIONANDUTHORIZATIONTOPENAREDITARD
1TheDirectorwillnotifythecreditcardcompanyofthecancellationofcreditcardsandthe

removalofindividualsauthorizationtousecards exceptforFueltraccards TheDirectorwill
documentinwritingthenameoftheindividualwhohasbeenremovedfromauthorization the

6 v12021



AdministrativePolicyHandbook

date thecreditcardnumber andthenameofthecard Ifthecreditcardisintheindividuals
name thecardwillbedestroyed

2AuthorizationfromtheDirectorinwritingwillberequiredtoopenanewcreditcard

23CBPLOMPETITIVEIDSANDUBLICAW
PublicBidLaw
TheDistrictshallcomplywithallclausesoftheLouisianaStatePublicBidLaw

Regardingthepurchaseofmaterialsandsupplies andasstatedintheLouisianaStatePublicBidLawor
amendedbythemorestringentSTPMADpolicy allpurchases

30000orgreaterforpurchaseofallmaterialsandsupplies
Advertisedandletbycontracttothelowestbidderaccordingtospecifications

500butlessthan 30000
Threewrittenquotes
Obtainwrittenconfirmationofacceptedoffer
Iflowerquotethantheacceptedquote reasonsforrejectionrequiredjustification
statement

Purchaseslessthan 500
Itisgoodpublicpolicytoobtainanddocumentthree 3 quotes ifpossible

24PURCHASINGOFNONBUDGETEDITEMS
Purchasesforitems machinery equipment supplies orprofessionalservicesthatwerenotplannedor
budgetedrequireapprovaloftheSTPMADBoardofCommissionersifthecostoftheitemsorservices
exceed 30000 AllotherpurchasingproceduresstillapplytosuchitemsincludingBoardapprovalofall
contractsandtheneedformultiplevendorestimates

25EPMERGENCYURCHASES
PurchasesorservicesthatareneededimmediatelytopreventfurtherdamagetoaSTPMADasset eg
building aircraft vehicle ordisruptionofnormalbusinessoperationsmustbeapprovedbytheDirector
orintheirabsencetheAssistantDirector Providedthepurchaseorserviceisfor 10000 additional
quotesorestimatesarenotrequiredforemergencypurchases

26FPCUELURCHASINGARDS
TheDistrictutilizesFueltraccreditcardsforthepurchaseofgasolineforDistrictownedvehicles A
FueltraccardisissuedtoeachDistrictownedvehicleandmustremaininthevehiclealways Alldaytime
employeeswhoutilizeaDistrictvehiclearegivenanindividualaccesscodetomakefuelpurchasesfora
Districtvehicle OnlyfuelcanbechargedontheFueltraccard exceptforoilintherareinstanceofan
emergencysituation SpraytrucksusedfornightsprayingarefueledduringthedayusingaFueltrac
cardbytheemployees responsibleforservicingspraytrucksReconciliationofBankStatements

261FuelPurchasingReconciliation ManagementReview
Foraccountability theAccountingManagershallreconcileallfuelpurchasingstatements TheDirector
orintheirabsencetheAssistantDirector shallreviewforapprovalofallreconciledfuelpurchasing
statements
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27FPPPUELURCHASESOLICYANDROCEDURES
TheDistrictpurchasesfuelforitsvehiclesandequipmentwithFueltracsystemcreditcards Each
vehicleisassignedaFueltraccard whileeachemployeeisgivenafivedigitdrivernumbercode Upon
fillingthevehicleorequipmentthedrivermustentertheirdrivernumberandthecurrentodometer
readingorhournumberforequipmentwithhourmeters Odometerreadingsareusedtocalculatethe
milesdrivensincelastfillupandthefuelefficiency Enteringaccurateodometerreadingsiscritical The
Districtmonitorsfuel gasolineanddiesel purchasestoensurethatusageisreasonable authorized and
thatonlyDistrictownedvehiclesandequipmentarereceivingthefuel Personaluseortheftoffuelwill
resultinautomaticterminationandpossiblelegalaction

MonthlyvendorstatementsarecarefullyreviewedforcompletenessbytheAccountingManager eg
odometerreadingsandmilespergalloncalculations Unusualactivity eg purchasesmadeoutof
town morethanonepurchaseonthesameday purchasesmadeontheweekend etc aretobe
immediatelyreportedtotheappropriatedepartmentsupervisorandtheDirectororAssistantDirector

Fuelcaneitherbepurchasedinbulkandinventoriedstoredintanksonsiteforusageorbepurchased
fromvendorsthatuseasuitablefleetmanagersystem eg Fueltrac etc

271CreditCardPurchases Fueltrac
1TheFacilitiesManageristomaintainanaccuratelistingofallFueltraccreditcards includinga

photocopyofeachcardandthedepartmentandorpersonthateachcardisassignedto
2TheFacilitiesManageristoannuallyconductaninventoryofallcardsandanylostorstolen

cardsaretobeterminatedimmediately
3ThoseemployeesassignedaFueltraccardwillkeepthecardsecurelyintheirDistrictvehicle
4Employeesaretoenteraccurateinformation eg vehicleodometerreading atthevendors

pump Failuretoenteraccurateinformationmayresultindisciplinaryaction
5Uponterminationofemployment theemployeeandpinnumberwillberemovedfromthe

Fueltracsystem

28CONTRACTS
TheDistrictmaysolicitandenterintocontractsoragreementsforservice Contractsoragreementsfor
professionalservicesarenotsubjecttothePublicPurchasingLawandthereforedonotneedtobe
publiclybid However itisagoodpracticetoreceivemultiplebidsandtowriteajustificationforthe
vendorthatwasselected AllcontractsmustbeapprovedbytheBoardofCommissioners reviewedby
theDistrictslegalcounsel andsignedbytheDirector Alogofactivecontractswillbekeptonfile

3TRAVEL
31TEWDBRAVELXPENSES HILEONISTRICTUSINESS
ItisthepolicyoftheDistricttoprovidetraveladvancementoffundsandorreimbursementtoDistrict
personnelforreasonableandnecessaryexpendituresmadebyDistrictpersonnelwhileonofficial
business MileagewillbereimbursedataratepermileequaltotheallowableIRSrate Ifthechoiceis
madetodriveonespersonalvehicleinsteadoftravelingbyair theamountreimbursablefortravelshall
bethelesseramount eitherthelowestavailableairfarerateorthevehiclemileageallowance Aper
diemwillbeadvancedtoDistrictpersonnelbasedonthedestinationofthetravel Theperdiemrateis
basedonthecurrentestablishedUnitedStatesGovernmentServicesAdministration USGSA dailyrate
fortravelwithinthecontinentalUnitedStates CONUS TraveloutsidetheCONUSwillbesubjecttothe
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US DepartmentofDefense DOD rates TheUSGSAperdiemprovidesamaximumlodgingamountand
amealsandincidentalamountformajorcities ItwillbethepolicyoftheDistrictthatthemaximum
lodgingmaybeexceededonlyinconditionswheretheconferencetobeattendedisheldatahotel
whoselodgingrateexceedstheUSGSAestablishedrate

32TPRAVELRACTICES
TheBoardofCommissionersshallapproveinadvanceorretroactivelyanyrequestforovernighttravel
forBoardmembersandtheDirector TheDirectorandintheirabsencetheAssistantDirectorshall
approveinadvanceanyrequestfortravelforDistrictpersonnelbelowthepositionofDirectoror
AssistantDirector

AllDistrictpersonnelwillbegivenatravelexpensereportformbeforedepartureandwillbeexpectedto
submitthecompletedformshortlyafterreturningfromtravel Districtpersonnel totheextentthatis
reasonableandpractical shallobtainlodgingthatismosteconomical IftheemployeeBoardmember
electstobeaccompaniedbyhisherspouseandorchildren allthosecostsshallbepaidbythe
employeeboardmember

Parkingfeesshallbereimbursedforactualcostsandreceiptsshallbepresentedwheneverpossible
Transportationsuchastaxi busservice orshuttleservicearereimbursableforactualcostsandreceipts
shallbepresentedwheneverpossible Theperdiemincludespaymentforcostssuchasmealsandtips

Ifonereturnsfromtravelbefore500pm onlyonehalfdayofperdiemisallowed Ifonedepartsfor
travelafter1200pm onlyonehalfdayofperdiemisallowed

NonreimbursedExpenses
Laundry exceptwhenevertheperiodoftravelexceedssevendays
Tobacco
Alcoholicbeverages
Entertainment
Telephonecallstohomeinexcessofoneperday Careshouldbegiventothelengthofsuchcalls
Mealsandlodging inlieuofothermealsandorlodging whichareincludedinaconferenceregistration
fee
Fines forfeitures orpenalties
Expensesforaspouse children andorothernondistrictpersonnel
Lossordamagetopersonalproperty
Barber beautysalon shoeshineortoiletries
Personaltelephonecallsinexcessofoneperday Careshouldbegiventothelengthofsuchcalls

4CPSELLHONETIPEND
Oncallsupervisorsmayreceiveacellphonestipendof 55monthifdeemednecessarybythe
DirectorAssistantDirector Cellphonestipendsshallbepartoftheemployeespayrollandsubjectto
federalandstatewithholdings however itshallnotbeconsideredaspartofcompensationwithregard
tootherbenefitssuchasretirement Cellphonestipendsshallbepaidonthelastpayperiodofthe
month Ifanemployeeterminatespriortomonthend thecellphonestipendshallbeproratedbasedon
daysworked
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Requirements
1 Employeesreceivingacellphonestipendmusthaveacellphonecapableofreceivingand

sendingphonecalls textmessages andemails Thecellphoneplanshouldbethrougha
providerwithcomprehensiveParishwidecoverage includingcoverageinothermajor
metropolitanareas

2 Employeesmaychooseanyplanorcarriertheydesireandareresponsibleforanyandall
contractsassociatedwiththeplanandthepaymentofanyandallcostsincurredfortheservice
underthecontract

3 Employeesareresponsibleforthepurchase maintenanceandreplacementofhishercell
phoneequipmentandaccessories

4 Itistheemployeesresponsibilitytoensurethatthecellphoneiscompatibleandmeetsall
requirements Failuretomeetthecriteriashallresultinterminationorreductionofthecell
phonestipend

5 Thecellphonenumber andanysubsequentchangeofnumber shallbeprovidedtoSTPMAD
ThephonenumberwillbeprovidedtoSTPMADemployeesasneeded

6 Alloncallemployeesreceivingacellphonestipendmustbeavailableviacellphonetwentyfour
hoursaday sevendaysaweek Theseemployeesshallmakeeveryattempttocarrytheircell
phoneatalltimesintheeventthattheyareneededafterhoursorintheeventofan
emergency

7 Employeesmustsetupandperiodicallychecktheirworkemailontheircellphone
8 CellphonemustbesettorequireaPINcodeorpasswordforaccessafterapredefinedinactive

period nottoexceed15minutes
9 Duetotheinherentsecurityvulnerability theusershouldmakeallattemptstominimizestoring

sensitiveorconfidentialParishdataonacellphone
10 Beforedisposingofacellphone theemployeeshouldtakeprecautionsbyremovingallaccess

credentialstotheSTPMADserver includederasingdeletingallsensitiveconfidentialSTPMAD
data

5HIRING
TheDirectorshalladministerandcoordinatethehiringprocessforallpositionvacanciesbelowthelevel
ofDirector AllhiringshallbeconductedinthespiritofequalopportunityandtheDistrictwillgive
considerationsolelyupontheapplicantsqualificationsandexperience

51RECRUITMENT
1 AdeterminationshallbemadebytheDirectorwhethertoacceptinhousecandidatesinlieuof
outsiderecruitment afterconsultationwiththeappropriatesupervisors
2 AsapprovedbytheDirector anadforlocalnewspapers tradepublications orprofessional

journalsshallbedevelopedandplacedforspecificpositions
3 CandidatesforemploymentareinitiallyrequiredtofurnishtheDistrictwithacompleted

standardapplicationformortogivetheDistrictadetailedresumeofhisherqualificationsand
experience
4 Theapplicationshallbekeptonfileforatleastsix 6 monthsandbeusedtoconsideran

applicantforallpositionsforwhichheshemightbequalified
5 Noapplicationforapositionshallbeacceptedafterthepublishedclosingdate Iftherearenot

enoughsufficientlyqualifiedcandidatesattheclosingdate thepositionmaybereopenedandre
advertised
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TheDirector alongwiththeappropriatesupervisors shallscreenallapplicationsreceivedto
determinequalificationsforthepositiontobefilled Afterscreeningtheapplication theremaining
applicationswillbereviewedagainbytheDirectorandtheappropriatesupervisors beforescheduling
candidatesforinterviews

52TESTING
Examinationsmaybedevelopedforcertainpositionsbasedonthepositionsresponsibilities
Theexaminationmayconsistoforalinterviewsapplicationreview astructuredquestionnaire and
practicaltestsorwrittentests Inallcases thetestingshallbejobrelatedanddesignedtodetermine
thecandidatesknowledge skill andabilitiesfortheposition
ThetestingprocessshallbeadministeredbytheDirectorandortheappropriatesupervisor

53IPFENTERVIEWROCESSFORULLTIMEMPLOYMENT
Theemploymentinterviewisasupplementtoandpartoftheselectionprocess Theprimaryfunctionof
theinterviewistoobtaindataoncertainknowledge skills workexperience andabilitiesofacandidate
notavailablethroughreviewofresumesorothertestingmechanisms Certainguidelinesshallbe
observedtomaximizethevalidityandreliabilityoftheinterviewprocess

TheDirectorshallcoordinatetheinterviewprocesswithoneormoresupervisorstoconstituteapanel
thatservestoschedulecandidates developinterviewquestions etc Questionsdevelopedforthe
interviewprocessshallbejobrelatedanddesignedtomeasurejobknowledge experience and
educationortosolicitresponseswhichreflectthosepersonaltraitswhicharejobrelated Questions
whichpertaintorace gender religiousormaritalstatusareprohibited

Inquiriesregardingcertainspecifiedsensory mentalorphysicaldisabilitieswhichrelatereasonablyto
fitnesstoperformtheparticularjob oranydisabilitiesorhealthproblemswhichmayaffectwork
performance thattheemployershouldtakeintoaccountindeterminingjobplacementarepermitted
Eachmemberoftheinterviewpanelshallscorethecandidatesindependently attempttoreacha
consensus andmakerecommendationsonfinalcandidates includingtheirstrengthsandweaknesses

54RCEFERENCEHECK
Beforeanyofferofemploymentisextended areferencecheckshallbeconductedonthefinal
candidates Thecheckincludesverificationofemploymentduties datesofemployment workrecord
attendancerecord strengths weaknesses safetyrecord andotherpertinentinformation

Resultsofthereferencecheckshallbeusedtodeterminethefitnessofthecandidatefortheposition
Acandidatemaybedisqualifiedforconsiderationforemploymentwhenanyofthefollowingfactsexist

Heshedoesnotpossessthequalificationsforthejob
Heshehasdemonstratedanunsatisfactoryemploymentrecordorpersonalrecordas
evidencedbyinformationcontainedontheapplicationformorbytheresultsofareference
check
Heshehasmadeafalsestatementofamaterialfactorpracticaldeceptionintheirapplication
Hesheisphysically mentallyorotherwiseunabletoperformthedutiesoftheposition
Hesheisnotwithinthelegalageprescribedbylaw
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55ME DS DRREDICALXAMRUGCREENRIVINGECORDEPORT
Beforeanyofferofemploymentisextended candidatesforregularfulltimeandallparttime
employmentpositionsshallberequiredtosubmitthemselvestoamedicalexamanddrugscreen
Resultsofsaidtestsmustbefavorableandsatisfactory Themedicalanddrugscreeningtestswillbe
providedattheemployersexpense Inaddition employmentiscontingentonafavorablereportfrom
theLouisianaDepartmentofMotorVehicles

56CNANDIDATEOTIFICATION
Afterreferencesareverifiedandafinaldecisionreached thecandidateshallbenotifiedofhisher
selection madeanemploymentoffer andrequestedthattheofferbeacceptedorrejectedwithinaset
numberofdays
Ifthefirstofferisrejected itshallbedecidedbytheDirectorwhethertohireanothercandidateorto
reopentheposition

Oncethecandidateacceptstheemploymentoffer theDirectorwillnotifyothercandidatesbyphoneor
inwritingthattheywerenotselectedfortheposition

Forallregularfulltimepositions anemploymentconfirmationlettershallbeforwardedtothefinal
acceptingcandidateoutliningthetermsoftheemployment Allemploymentpositions including
regularfulltimeandparttime aresubjecttofavorableresultsoftherequisitepreemploymentdrug
screeningtestandormedicalexamination anddrivingrecordfromtheLouisianaDepartmentofMotor
Vehicles

57THEMPORARYELP
Thehiringprocessfortemporaryhelpshallnotbeasdetailedashiringfulltimeemployees The
followingshallapplyfortheselectionofindividualstofilltemporaryemploymentpositions
Anadshallbeplacedinlocalnewspaperstoannouncepositionopenings
Candidatesshallcompleteastandardemploymentapplicationformorsubmitadetailedresumetothe
office

Applicationsshallbekeptonfileforsix 6 monthsandmaybeusedtoconsideranapplicantforall
temporarypositionsforwhichheshemightbequalified

Theappropriatesupervisors andortheDirectorshallscreenallapplicationsreceivedtodetermine
qualificationsforthepositiontobefilled Theremainingapplicantswillthenbenotifiedtoarrangean
interview

TheDirectorandoroneortwosupervisorsshallconstituteapanelthatservestodevelopinterview
questionsandscheduleinterviews andcoordinateandconducttheinterview Questionsdevelopedfor
theinterviewprocessshallbejobrelatedanddesignedtomeasurejobknowledge experience and
education ortosolicitresponseswhichreflectthepersonaltraitsthatarejobrelated Questionswhich
pertaintorace gender religiousormaritalstatusareprohibited Inquiriesregardingcertainspecified
sensory mentalorphysicaldisabilitieswhichrelatereasonablytofitnesstoperformtheparticularjob
oranydisabilitiesorhealthproblemsthatmayaffectworkperformance thattheemployershouldtake
intoaccountindeterminingjobplacement arepermitted
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Eachmemberoftheinterviewpanelshallscorethecandidatesindependently attempttoreacha
consensus andmakerecommendationsonfinalcandidates includingtheirstrengthsandweaknesses

6SAIGNATORY UTHORITY
TheDirectorhassignatoryauthorityforallDistrictbusinessonallaccounts requisitions certifications
andanypaperworknecessaryontheDistrictsbehalf IntheDirectorsabsence theAssistantDirector
hasthesamesignatoryauthorityastheDirector FormatterspertainingdirectlytotheDirectors
employmentoroversighttheBoardofCommissionersandparticularlytheBoardChairpersonandthe
SecretaryTreasurerhassignatoryauthority

7SEPRAYXCLUSIONS
St TammanyParishpropertyownersmayrequestthattheirpropertybeaddedtoasprayexclusion
database Decisionsregardingmosquitosprayexclusionareasaremadewhilebalancingthedesireof
residentsrequestingsprayexclusionswiththeobligationtoprovidemosquitoabatementservicesto
neighboringproperties STPMADwillreviewwhetherasprayexclusionareacanbecreatedtominimize
potentialimpactsofthepesticideapplicationonyourproperty Thefollowingcriteriawillbeusedto
makethedecisiontograntasprayexclusionzone

1 Aerial airplane mosquitopesticideexclusion
Propertylocationmustbeatleast1500linearfeetfromanyadjacentpropertyline Giventhe
speedandreleaseheightoftheaircraftsprayingadultmosquitopesticidesdistancestoadjacent
propertylinesoflessthan1500feetcannotreasonablybeaccommodated

2 Truckorgroundmosquitopesticideexclusion
ExclusionareaswillbecreatedforParishroadwayswhichareadjacenttothepropertyownedbythe
individualmakingtherequestfortheexclusionexceptwhentheroadwaytobeexcludedislessthan
300linearfeetfromanyadjacentinhabitedbuilding residentialorcommercial

Ifadjacentpropertyownersconsenttobeingincludedinthesprayexclusionarea theadditional
distancegainedonthesepropertieswillbeconsidered Adjacentpropertyownersmustmaketheirown
separatesprayexclusionrequest

Intheeventofapublichealthemergency STPMADreservestherighttospraypropertiesregardlessof
placementonthesprayexclusionlist

Ifatanypointyouwishtobetakenoffthesprayexclusionlist pleasecallSTPMADat 985 6435050
Sincepropertyownershipfrequentlychanges renewalofthesignedformofconsentisrequiredevery
threeyears

8SRPRAYEQUESTS
St TammanyParishpropertyownersmayrequestthatSTPMADperformmosquitoadulticide
applicationsontheirproperty Drivewayswillbeaddedtothegroundtruckadulticide sprayon map
ifthehouseorinhabitedbuildingisgreaterthan300linearfeetfromthenearestparishmaintained
roadway
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9PFERSONNELILES
PersonnelfilesarekeptonfileforallpastandpresentSTPMADemployeesbytheOfficeManager
Originalcopiesofemploymentapplications taxdocumentation benefitapplications jobdescriptions
signedacceptancestatements disciplinerecords performanceevaluations promotiondemotion
notices payincreaserecordsandanyotherapplicableformsarekeptinindividualpersonnelrecords
Supervisorsmayrequesttoviewandcopydocumentsoutoftheiremployeespersonnelrecords
Employeesmayrequesttoviewandcopydocumentsoutoftheirownfile butmaynottakethefileout
oftheofficeandmustnotremoveanyitemfromtheirfile

10TRAINING
TheDistrictprovidesjobspecifictrainingusuallyatthebeginningofeachyear

11AASTNNUAL DMINISTRATIVEUGGESTEDIMELINE

111BUDGETING
LouisianaStatelawsdictatesthatpublicagenciesproduceanannualbudgetbalancingrevenueand
expensesthatseparatesthedepartment character andfunctionofallproposedexpenses TheDistrict
operatesitsfiscalyearfromJanuary1sttoDecember31st Theoperatingbudgetisproposedatthe
OctoberBoardofCommissionerspublicmeeting Apublichearingontheproposedbudgetisheldprior
totheNovemberBoardofCommissionerspublicmeeting Theoperatingbudgetforthecomingyear
shouldbeapprovedbyaresolutionsupportedbyamajorityofthecommissionerspresentatthe
Novemberpublicmeeting

112SS PIAALARYCHEDULEAYNCREASEPPROVAL
STPMADmanagementproposesasalaryschedulewhichsetsthesalaryrangeforeachjobposition The
BoardofCommissionersmustannuallyapprovebyresolutionasalaryscheduleandtherangeofpay
increases costoflivingandperformancebased ItisbestfortheBoardofCommissionerstoapprove
thepayincreasesandsalaryscheduleduringtheNovembermeetingsothatpayincreasesmaybe
implementedassoonaspossibleafterJanuary1st

Allchangesinsalaries positiveornegative mustbeapprovedbytheBoardofCommissioners

113CBHEMICALIDS
ApublicbidprocessisconductedusuallyinOctoberforallproductsusedtoabatemosquitoes The
FacilitiesManagerwritesbidspecsandcontactsallknownvendorswhichsupplytheproducts The
publicbidprocessisconductedinaccordancewithstatelaw Allbidsareopenedduringthepublic
meetingoftheBoardofCommissionersusuallyinNovember

114ARCYPNNUALEPORTSANDOMINGEARLAN
Eachdepartmentmanagerpreparesanannualreporttoreviewtheirhighlightsfromthepastyearfor
theirdepartment Annualreportsshouldbecompletedassoonaftertheendoftheyearaspossible
Annualreportsshouldinclude
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1Asummaryhighlightingtheaccomplishmentsofeachdepartment
2Appropriatetablesandgraphsthatclearlydescribetheprimaryaccomplishments Departments

thatprovidedirectservicetoSt TammanyParishresidentsshouldsummarizevariablessuchas
butnotlimitedto totalacressprayed gallonsofproductused numberofindependent
missions milesofsepticditchsprayed numberofservicerequests numberofoutreachevents
anestimateofthenumberofpeoplereachedfromtheoutreachprogram andother
appropriatetotalsforeachdepartment

3Astatementwhichcompareshowthedepartmentachievedorfailedtoachievetheprevious
yearsobjectives

4Asummarybudgetstatementthatdiscusseshoweachdepartmentendedtheyearwithrespect
totheirdepartmentscurrentyearbudget

115OPPERATIONALLANNING
Inadditiontotheannualreport eachdepartmentshouldarticulateaplanforthecomingyear This
planshouldincludeprimaryobjectivesforthecomingyearandastatementdescribingthedepartments
budgetforthecomingyear

116PERMITS
DistrictoperationswithintheBigBranchNationalWildlifeRefugearegovernedbyaspecialusepermit
whichissubmittedforapprovalinDecember bytheOfficeManager Pesticideapplicationswithinthe
refugemustbecoordinatedwiththeRefugeManagerfromtheUSFishandWildlifeService Inspections
onrefugepropertymustalsobecoordinatedwiththerefugemanager

Occasionally thedistrictmayalsoholdabirdsamplingpermitforarbovirussurveillanceandresearch
Thesepermitsarealsorenewedannually

117PEERFORMANCEVALUATIONS
EmployeeperformanceevaluationsareconductedeveryyearusuallyinJanuary Performance
evaluationsarethebasisforperformancebasedpayincreases Afulldescriptionoftheperformance
evaluationprocessisavailableinthePersonnelPolicyHandbook

118TRAINING
STPMADmanagementprovidesjobspecifictrainingusuallyatthebeginningoftheyear

119FPINANCIALROJECTION
Eachyear priortotheBoardofCommissionerspublicmeetinginwhichSTPMADmanagementproposes
thenextyearsmillagerate usuallyinMay STPMADmanagementwillcompileanddistributeafive
yearfinancialprojection Thefinancialprojectionwilldemonstraterevenue expenditure andgeneral
fundgrowthatvariousmillagerates

1110AFPSSIGNEDUNDSLAN
Fundsmaybeassignedforcertainlongtermcapitalplanssuchasreplacementaircraftorbuilding
expansion Theassignedfundsplanshouldbereviewedandrevisedeachyearatthesametimethe
financialprojectionsandbudgetsarereviewed
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Thecommitmentorassignmentoffundsandchangestopreviouscommitmentsorassignmentsmustbe
approvedbyvoteoftheSt TammanyParishMosquitoAbatementBoardofCommissionersandin
accordancewithapplicablestatelaws Fundsaretobeconsidered assigned onlyforplanned
purchaseswithinareasonabletimeframe 3years

1111SFURPLUSUNDS
Giventheunpredictablenatureofmosquitoesandthepathogenstheytransmit andtheriskandliability
associatedwithanaerialmosquitocontroloperation theBoardofCommissionersrecognizestheneed
tomaintainfundsinadditionto orinsurplusof thosepreviouslycommitted assigned orbudgetedfor
anygivenyearsoperatingexpenses ItisthepolicyofSt TammanyParishMosquitoAbatementthat
theuncommitted unrestricted andunassignedfundbalanceshouldbeatleast05timesthetotal
currentyearannualoperatingexpensesandshouldnotexceed3yearsworthofthetotalcurrentyear
annualoperatingexpense

1112SMRETTING ILLAGEATES
MillageratesmustbeformallyadoptedbytheBoardofCommissionersattheJulyBoardmeeting Itis
usefultopresenttheproposedmillageratetotheBoardofCommissionersassoonasthepreliminary
estimatesareavailablefromtheSt TammanyParishTaxAssessor whichisusuallyinMayorearlyJune

1113PTRYROPERTYAXEASSESSMENTEARS

1114IRNSURANCEEVIEW

12FSINANCIALERVICES
Afinancialservicesinstitution bank isselectedviaapublicbidprocessinaccordancewiththePublic
Bankinglaw Thepublicbidprocessshouldbeinitiatedevery3yearstoselectthebankthatprovides
thebestserviceatthehighestinterestratestotheDistrict

13ESMERGENCYERVICES

14SDVEALEOF ISTRICTEHICLESORQUIPMENT

15HPURRICANE REPAREDNESS

HolidayNotices
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USFishandWildlifeServiceMonthlyReports
Insurance

Aircraft

CopilotContracts

EmploymentSeparation

WorkersCompensation

16PMPOLLINATOR ITIGATIONOLICY
ThemissionofSt TammanyParishMosquitoAbatement STPMADistoprotectthehealthandquality
oflifeofresidentsofSt TammanyParishbyminimizingtheriskofmosquitotransmitteddiseasesand
managingnuisancemosquitoestoatolerablelevel Weachievethismissionbysensitivelymonitoring
mosquitoabundanceorindicatorsofmosquitotransmitteddiseasesandcontrollinglarvalandadult
mosquitoeswithenvironmentalmodificationortheselectiveuseofpublichealthpesticides The
servicesprovidedbySTPMADarefundedbyapropertytaxmillagethatisvotedonatenyearcycle As
suchSTPMADisobligatedtoprovidemosquitoabatementservicestoallresidentsoftheparish
STPMADrecognizestheimportanteconomicandecosystembenefitsofpollinatinginsects Thedistrict
hasadoptedthefollowingrecommendationsandpoliciestominimizetheriskofmosquitoabatement
effortsonthehealthofpollinatorpopulations

161LPLPICENSEANDESTICIDEABELROTECTIONS
StTammanyParishMosquitoAbatementislicensedbytheLouisianaDepartmentofAgricultureand
Forestrytoapplymosquitopesticides Assuch applicatorsandinspectorsreceiveregulartrainingand
continuingeducationtoensurethesafeapplicationofpesticides STPMADstrictlyadherestoall
protectionsincludedonpesticidelabels Someprotectionsincludedonpesticidelabelsarespecifically
listedtoprotectpollinatorspeciessuchasbees

162RPHECOMMENDEDLACEMENTOFIVES
Tominimizetheriskofbeeexposuretoinsecticidesintendedforadultmosquitoes STPMAD
recommendsplacinghivesatleast300feetfromtheroad Additionally werecommendorientingthe
hiveentrancetopointawayfromtheroad Ifaccommodatingtheserecommendationsisimpractical
hivesshouldbeplacedasfarfromtheroadaspossible

163PD SEROLLINATORATABASEPRAYXCLUSIONEQUESTS
STPMADmaintainsadatabaseofbeehivesandotherpollinatorgardens Thisdatabaseisseparatefrom
thehiveregistrymaintainedbytheLouisianaDepartmentofAgriculture Forestry LDAF Toinclude
yourhiveorpollinatorgardenontheSTPMADpollinatordatabasefilloutthewebformatorcall
9856435050

Inclusiononthisdatabasedoesnotguaranteethatalocationwillbeincludedonthesprayexclusionlist
Decisionsregardingmosquitosprayexclusionareasaremadewhilebalancingthedesireofresidents
requestingsprayexclusionswiththeobligationtoprovidemosquitoabatementservicestoneighboring
properties Whenyourequesttoputyourhivesonthedatabase STPMADwillreviewwhetheraspray
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exclusionareacanbecreatedtominimizepotentialimpactsofthepesticideapplicationonyourhiveor
pollinatorgarden Thefollowingcriteriawillbeusedtomakethedecisiontograntasprayexclusion
zone

1 Aerialairplanemosquitopesticideexclusion
Hiveorpollinatorgardenlocationmustbeatleast1500linearfeetfromanyadjacentpropertyline
Giventhespeedandreleaseheightoftheaircraftsprayingadultmosquitopesticidesdistancesto
adjacentpropertylinesoflessthan1500feetcannotreasonablybeaccommodated

2 Truckorgroundmosquitopesticideexclusion
ExclusionareaswillbecreatedforParishroadwayswhichareadjacenttothepropertyownedbythe
individualmakingtherequestfortheexclusionexceptwhentheroadwaytobeexcludedislessthan
300linearfeetfromanyadjacentinhabitedbuilding residentialorcommercial

Ifadjacentpropertyownersconsenttobeingincludedinthesprayexclusionarea theadditional
distancegainedonthesepropertieswillbeconsidered Adjacentpropertyownersmustmaketheirown
separatesprayexclusionrequest

Intheeventofapublichealthemergency STPMADreservestherighttospraypropertiesregardlessof
placementonthesprayexclusionlist

Ifatanypointyouwishtobetakenoffthesprayexclusionlist pleasecallSTPMADat 985 6435050
Sincepropertyownershipfrequentlychanges renewalofthesignedformofconsentisrequiredevery
threeyears

164REPORTINGASUSPECTEDPESTICIDERELATEDBEEKILL
Ifyoususpectthatanyapplicationofapesticidehaskilledbees youmusttakequickactiontocollect
evidenceincludingphotosanddeadbeesandhavethesamplestestedbythePesticideprogramofthe
LouisianaDepartmentofAgriculture Forestry CollectbothdeadandlivebeesinZiplocbagsandstore
thespecimensinafreezer ContacttheLouisianaDepartmentofAgriculture Forestryat 855 452
5323andSTPMADat 985 6435050 STPMADiswillingtoassistwithcollectionandprocessingofbees
tobesenttoathirdpartyfortoxicologicalanalyses Toxicologicalanalyseswillhelpdeterminewhether
pesticidesusedbySTPMADwerepresentandinwhatconcentration STPMADhascreatedaquick
referencetoreportingapesticiderelatedbeekillincident

17IPNTELLECTUAL ROPERTY

171PURPOSE
TheSt TammanyParishMosquitoAbatementDistrict District adoptsthisPatentPolicyforthe
purposeofencouragingandrewardingthoseemployeeswhocreateworksandinventionsto
provideforfullprotectionforthoserightsandinventionsandtoprovideforafairdistributionof
revenuesderivedfromthoseworksandinventions
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172DEFINITIONS
Technologycanbedefinedastheapplicationofscienceespeciallytoindustrialorcommercial
objectives Someresultantlegalvehicles intellectualproperties ofthepursuitoftheseobjectives
arepatents copyrightsandtrademarks Thepurposeofthispolicyistocreateameansforthe
DistrictaswellasemployeesoftheDistricttofinanciallybenefitfromintellectualproperties
initiatedbytheDistrictandtodefinethemeanstodistributeprofitsfromtheseproperties
Definitions

Thefollowingwords termsandphrases whenusedinthisPolicy shallhavethemeaningascribed
totheminthissection exceptwherethecontextclearlyindicatesadifferentmeaning
DistrictshallmeantheStTammanyParishMosquitoAbatementDistrictapoliticalsubdivisionof
theParishofStTammanyStateofLouisiana

DistrictsupportedinventionshallmeananinventioncreatedinwholeorpartwithDistrictfundson
DistricttimeorwithDistrictmaterials

CreatorshallmeanaDistrictemployeewhocreatesaworkorinvention

Developmentexpensesshallmeanallmoneyspaidforgoodsandservicestoprotectdevelopandor
enhancethemarketabilityoranyotheraspectofaninvention includingbutnotlimitedtopatentfilingfees
costincurredinsecuringorprotectingpatentrights marketingexpenses patentmaintenancefees

expensesexpensesincurredindealingwithequityintereststravelattorneysconsultingfees prosecution
feesandresearchcosts Notincludedasdevelopmentalexpensesaresalariesandgeneraloperating
expensesofDistrictadministrativepersonnel

EmployeemeansallfulltimeandparttimeemployeesoftheDistrict

Grossrevenueshallmean 1proceedsfromtheexploitationormanufacture saleleasetransferorother
conveyanceofaninventionbyanownerthereofand2 licensefeesoptionfeesrwmingroyaltiesand
equityinterestspaidbyalicenseefor righttoexploitaninventionexceptthatequityinterestsorany
portionthereofshallnotbeconsidered grossrevenue unlessanduntiltheequityinterests orany
portionthereof aresold

Intellectualpropertymeansanyandallinventionspatentscopyrightableworksandtrademarks
Inventionmeansanydiscovery inventionprocessmethodcompositionofmattermachinearticleof
manufactureknowhowdesignmodeltechnologicaldevelopmentbiologicalmaterialstrainvariety
cultureofanyorganismoranyimprovementoftheseitems

NetincomeshallmeangrossrevenuesJessalldevelopmentexpensesforaworkorinventionandits
improvementsandorproduction

Workmeansanyworkofauthorshipprotectableundercopyrightlaw

173APPLICABILITY
ThispolicyappliestoallemployeesoftheDistrictEmployeesreceivingproceedspursuanttothis
PolicyshallcontinuetodosoafterterminationofemploymentUpontheemployeesdeath
proceedswillreverttotheemployeesheirsorlegatees Ifthissubstitutionresultsinadditional
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responsibilityorexpensetoeithertheDistrictortheemployeesheirsorlegateesadjustmentsor
financialdistributionwillbeagreeduponbybothpartiesbymutualconsentTheDistrictmay
requireanypersonsorbusinessesdoingbusinesswiththeDistricttoadheretothispolicy
ConditionofEmployment

Thispolicy asamendedfromtimetotime shallbecomeapartoftheconditionsofemploymentof
everyemployeewhethersuchemployeewasemployedbeforeorafteritsadoption
ExistingIntellectualProperty

Thispolicyshallbeappliedtointellectualpropertycreatedpriortothedateofits adoptionandto
intellectualpropertycreatedafterthedateofadoption
Disclosure

EveryemployeeorpersontowhomthispolicyappliesshalldisclosetotheDistrictallDistrict
supportedinventionscreatedbytheemployeeorperson

174RBEDRBELATIONSHIPSETWEENMPLOYEESANDTHEISTRICTEGARDINGUSINESS
TRANSACTIONS

EmployeesarerequiredtoreceivewrittenpermissionfromtheDistrictbeforesolicitingor
participatinginanybusinessrelatingtoanyintellectualpropertysubjecttothispolicy Each
employeesprospectiveinterestorrelationshiptothebusinessinvolvedwillbesubjecttoreview
andapprovalbytheDistrict

175PATENTS
BecausesignificantDistrictresourcescouldleadtoinventions theDistricthasanimportant
interestincoordinatingtheactivitiesofemployeesinthisarea Inrecognitionofthisinterest and
oftheinterestsoftheemployees theDistrictwilladministeritsrightstoinventionsinthemanner
describedbelow

176D RPISTRICTSIGHTSTOATENTS
Everyinventionordiscoveryorpartthereofthatismadebyanemployeewithinthescopeofhisor
heremploymentshallbeownedbytheDistrict Inreturn thecreatorshallshareintheproceeds
therefromasdescribedorhereinaftersetforth subjecttopriorcommitmentstooutside
sponsoringagencieswhenapplicable

177TD RPRANSFEROFISTRICTSIGHTSTOATENTS
TheDistrict afterconsultationwiththecreator mayinitsdiscretionanduponsuchtennsasit
deemsfit causeanyrightsthattheDistrictmayhaveinaninventiontobetransferredtothe
creator inexchangefortheDistrictsincomerightsashereinaftersetforth TheDistrictshall in
suchcase executealldocumentsnecessarytoenablethecreatortoundertakeprotective
measuresandtomakearrangementsforthedevelopmentandcommercialexploitationofthe
invention
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178AD PRSSIGNMENTOFISTRICTSATENTIGHTS
TheDistrictmaychoosetoassignitspatentrightsfordevelopment commercializationor
negotiationforsaleofthepatent

179COPYRIGHTS
Worksthatareprotectablebycopyrightbelong undercopyrightlaw toanemployeriftheyare
createdbyanemployeewithinthescopeofhisorheremploymentorareotherwisedeemedworks
madeforhireundercopyrightlaw Somespecifictypesofworkthatmaybeprotectableby
copyrightarebooks poems plays songs catalogs photographs computerprograms
advertisements labels movies maps drawings sculptures printsandartreproductions game
boardsandrulesandrecordings

1710D ORCWISTRICTSWNERSHIPIGHTSINOPYRIGHTABLEORKS
Everyworkorpartthereofthatiscreatedbyanemployeewithinthescopeofhisorher
employment orthatisotherwisedeemedaworkmadeforhireundercopyrightlaw orthatis
createdbyanypersonwhoagreestotheapplicationofthispolicyisownedbytheDistrict

1711TD RCWRANSFEROFISTRICTSIGHTSTOOPYRIGHTABLEORKS
TheDistrictmay afterconsultationwiththecreator entirelyinitsdiscretionanduponsuchterms

itsrightswithrespecttoanycopyrightableworktobetransferredorlicensedasitdeemsfit cause
toanyoneaspermittedbylaw

1712TRADEMARKS
TrademarksadoptedandusedbytheDistrictinconnectionwithitsactivities servicesandproducts
shallbeexclusivepropertyoftheDistrict

1713IPTDNTELLECTUALROPERTYRANSFERREDBYTHEISTRICT
IneverycaseinwhichtheDistricttransfersanyrightstointellectualpropertytothecreator the
creatormaysecurewhateverlegalprotectionmaybeavailable TheDistrictshallexecuteall
documentsnecessarytoenablethecreatortoproceed WheretheDistricttransfersitsrightsin
accordancewiththisPolicy unlesssomeotherdistributionisagreedtowiththecreator the
Districtshallbeentitledtofifteenpercentofnetincomeinexcessof 1000000derivedfromthe
exploitationofthetransferredrights

1714DNIIPISTRIBUTIONOFETNCOMEFROMNTELLECTUALROPERTY
WithregardtoanyintellectualpropertyownedbytheDistrict netincomelessanyforeseeable
developmentexpensestheDistrictdeemsnecessarywillbedistributedasfollows 50 tothe
Districtand50 totheindividualcreator s

1715TDIMINGOFISTRIBUTIONS
1DistributionsofincomewillbemadequarterlyonorbeforeMay JulyI OctoberandJanuaryII

ofeachyear toallowtheDistricttoaccountforallapplicablelicensingandrelatedexpenses In
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instanceswherefundsareheldbecauseofforeseeabledevelopmentexpensesorwhereexpenses
exceedrevenue thecreators willbesentan
accountingindicatingtheamountsreceivedforthecurrentthreemonthperiodandtheamountof
theanticipatedexpenseordeficit Onceexpensesareknownwithcertaintyanyexcess
withholdingwillbedistributed Incomeearnedbeforetheenactmentofthispolicywillbepaidona
quarterlybasisatarateofnotlessthan20 ofthetotalamountdue

1716MPETHODOFAYMENTS
Paymentsoftheamountsallocatedtothecreators mustbemadetothecreators individually
andcannotbeassignedbythecreators tootherpartiesorentities Theonlyexceptionwillbethat
afterthecreatorsdeath uponappropriatenotificationbythepersonalrepresentativeofthe
creatorsestate andwithcourtapproval ifnecessary paymentwillbemadetothecreatorsheirs
orlegatees AnIRSform1099orotherappropriateformwillbeissuedtothecreators fortheir
shareofrevenues TheDistrictwillnotadviseindividualsonthetaxconsequencesofthese
payments Intheeventtherearemultiplecreatorsforaninventionorwork thecreators sharewill

Ifbedividedequallyamongallcreators thecreatorsagreeamongthemselvestoadifferent
division theDistrictmustbenotifiedinwritingatleastonemonthpriortothedateofthefirst
incomedistributionsastotheagreeupondivisionofincome

1717RSOYALTYHARING
Royaltiesgeneratedbyanyworks trademarks licensing manufacturing distribution director
indirectsales andorequityagreementsbetweenmanufacturersandtheDistrictwillbeshared
betweenandamongthepartiesinvolved TheDistrictandcreator s involved andanyother
involvedpartieswillcollaboratetoconfectanagreementdetailingthesharingofroyalties

18PMUBLIC EETINGS
TheSTPMADBoardofCommissionersdefinepubliccommentsasitemsoffactoropinionpresentedby
gueststothemeetingthatwerenotscheduledtopresentonspecificBoardagendaitemsorareformal
adviserstotheBoard

181RESTRICTIONSTOTHEPUBLICCOMMENTPERIOD
1 IndividualswishingtopubliclyaddresstheSTPMADBoardofCommissionersmuststatetheirname

address andgroupaffiliation ifappropriate
2 AperiodwillbedesignatedatthebeginningofeachmeetingoftheSTPMADBoardofCommissioners

forpubliccomments
3 PubliccommentsmaybesolicitedpriortotheBoardsdiscussiononspecificagendaitemsatthe

discretionoftheBoardChairperson
4 Publiccommentswillbelimitedtothreeminutesperperson
5 Allcommentsshallbemadewithcivilityandcourtesy TheBoardChairpersonmayprohibitfurther

commentifproperdecorumisnotdisplayed
6 ThepubliccommentperiodisnotaquestionandanswerperiodandtheBoardisnotobligatedto

respondtocomments
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19ICNVENTORY ONTROLS

191OFFSITEINVENTORY
Toensureinventorycontrolwhilemaintainingtheneedforunagedpesticidesthatarestoredoffsite
pesticideinventoryshouldbemonitoredatleastbiannually AttherequestofSTPMAD storage
facilitiesshallproducealetterattestingtothequantityofthestockownedbySTPMADundertheir
storage ThiscountwillthenbecomparedtotheinternallymaintainedSTPMADcountsoftheproduct
Offsiteinventoryshallbeinsuredforlossordamage atthecostofthestoragefacilityordistributor
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